
Leaseholder Information Update Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Property Management Company/ Landlord Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Property Management Company/Landlord], 

I am writing to formally request an update to my leaseholder information related to the property 

located at [Property Address]. Due to recent changes, I would like to ensure that my records are 

up to date. 

Below are the details that require updating: 

• Previous Name: [Old Name if applicable] 

• New Name: [New Name] 

• Previous Address: [Old Address if applicable] 

• New Address: [New Address] 

• Contact Number: [New Contact Number] 

• Email Address: [New Email Address] 

I would appreciate your assistance in making these updates at your earliest convenience. Please 

let me know if you require any further information or documentation from my side. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Signature (if sending a hard copy)] 

[Your Printed Name] 


